DI SPOSAL AUTHORI TY NC1-310-77-2

LEG LEGQ SLATIVE AND LEGAL

Material too broad to file in
secondari es bel ow

LEG 1 POLICY

Pol i cy and guidelines covering all sub-
jects included under this primary sub-
ject. If needed, subdivide by type or
subj ect or policy and cross-reference to
appropriate subject category.

EXCEPT: Published instructions or
directives which are filed in binders
according to established Agency custom

* Retention Period *

(item 159a)
Oiginating office:

Destroy when 3 years ol d.

(item 159b)
Al'l other offices:

Destroy when 2 years ol d.

(item 160a)
Oiginating office:
Retire to Federal
Records Center (FRO
when 10 years ol d.
Destroy when 20 years
ol d.

(item 160b)
Al other offices:
Destroy when super seded
or obsol ete.

MAKE FI LE FOLDERS FOR ONLY THOSE | TEMS NEEDED

June, 1991



DI SPOSAL AUTHORI TY NC1-310-77-2

LEG 2 REPORTS AND STATI STI CS

Reports covering all subjects included
under this primary subject. Case file
special or recurring reports as needed.

a. Record copy of substantive reports,
such as annual summaries and conprehen-

sive non-recurring reports. Case file
special or one-tinme reports as needed.

b. Agency copy of above reports.

c. All other reports.

* Retention Period *

(item 161a)
Oiginating office:

Retire to FRC when

10 years old. Destroy
when 20 years ol d.

(item 161b)
Al'l other offices:

Destroy when no | onger
needed for reference
but no longer than 3
years.

(item 162a)
Oiginating office:
Destroy when super seded
or obsol ete.

(item 162b)
Al'l other offices:

Destroy when 2 years ol d.

(item 163a)
Oiginating office:

Destroy when 2 years ol d.

(item 163b)
Al'l other offices:

Destroy when 2 years ol d.

MAKE FI LE FOLDERS FOR ONLY THOSE | TEMS NEEDED

June, 1991



DI SPOSAL AUTHORI TY NC1-310-77-2

LEG 3 COW TTEES, MEETI NGS

Commttees and neetings relating to
admnistrative activities and functions
not having | ong-termsignificance.

Subdi vide coomttees and neetings, if
necessary, and show nane and date span
of fol der.

Case file record copy of mnutes and
related material, including agendas, of
substantive or significant coomttees or
nmeeti ngs concerned w th broad aspects of
t he Agency, such as advi sory organi za-
tions and interagency commttees. |In-
cludes record materials on conmttees
chaired by | egislative representatives
responsi bile for carrying out assign-
nment s.

EXCEPT: Programconmm ttees or neetings
whi ch shoul d be filed under the specific
program cat egory.

LEG 3-1 Arrangenents

| ncl udes such material as neeting ar-
rangenents, invitations, extra copies of
agendas, accommodations, authority to
attend, workpapers, acceptances, and
regrets.

* Retention Period *

(item 164a)
Oiginating office:
Destroy when 2 years ol d.
+[(Disp. Auth. GRS-16-8-
a)] +

(item 164b)
Al'l other offices:

Destroy when 2 years ol d.
+[ (Disp. Auth. GRS-16-8-

(item 165a)
Oiginating office:

Retire to FRC when

10 years old. Destroy
when 20 years ol d.

(item 165b)
Al'l other offices:

Destroy when 2 years ol d.

(item 166a)
Oiginating office:

Destroy when 1 year ol d.

(item 166b)
Al'l other offices:

Destroy when 1 year ol d.

MAKE FI LE FOLDERS FOR ONLY THOSE | TEMS NEEDED 3



DI SPOSAL AUTHORI TY NC1-310-77-2

LEG 4 COOPERATI ON

General correspondence relating to coop-
erative interagency and i nteragency
relations, including transactions with
foreign countries.

LEG 4-1 Cooperative Agreenents

Menor anduns of Under st andi ng and Cooper -
ative Agreenents reflecting cooperation
wi th other Federal agencies, foreign
governnents, and private conpani es.

Case file as necessary.

* Retention Period *

(item 167a)
Oiginating office:

Destroy when 3 years ol d.

(item 167b)
Al'l other offices:

Destroy when 2 years ol d.

(item 168a[1])
Oiginating office:

M CRCFI LM CCPY :

Destroy in Agency 5
years after decl ared
obsol ete. Destroy
ori gi nal paper copy
after mcrofilmhas

been revi ened and

found satisfactory.

+[ (Di sp. Auth. NC1-463-
83-2)] +.

(item 168b[1])
Al'l other offices:

M CRCFI LM QCPY :

Destroy in Agency when
super seded or obsol ete.
+[ (D sp. Auth. NCI1-463-
2)]+.

(item 168a[ 2])
Oiginating office:

PAPER COPY (if not
filmed) : Destroy 5 years
after superseded or

t er m nat ed. +[ (D sp.
Aut h. NC1-463-83-2)] +.

MAKE FI LE FOLDERS FOR ONLY THOSE | TEMS NEEDED 4



DI SPOSAL AUTHORI TY NC1-310-77-2

LEG 4-1 (continued)

LEG 4-2 Federal -State Rel ati ons

Cooper ati ve Agreenents, anmendnents, and
Menor anduns of Understanding relating to
prograns conducted in cooperation wth
the State Governnents.

EXCEPT: Survey eval uations, reviews, and
other material relating to specific

subj ects or cases. See appropriate

subj ect .

* Retention Period *

(item 168b[2])
Al'l other offices:

PAPER COPY : Destroy
when super seded or
obsol et e. +[ (Di sp.
Aut h. NC1-463-83-2) ] +.

(item 169a[1])
Oiginating office:

M CRCFI LM CCPY :

Destroy in Agency 5
years after decl ared
obsol ete. Destroy

origi nal paper copy
after mcrofilmhas

been revi ened and

found satisfactory.

+[ (Di sp. Auth. NC1-463-
83-2)] +.

(item 169b[1])
Al'l other offices:

M CRCFI LM QCPY :

Dest roy when

super seded or obsol ete.
+[ (Di sp. Auth. NC1-463-
2)]+.

(item 169a[ 2])
Oiginating office:

PAPER COPY (if not
filmed) : Destroy 5 years
after superseded or

t er m nat ed. +[ (D sp.
Aut h. NC1-463-83-2)] +.

MAKE FI LE FOLDERS FOR ONLY THOSE | TEMS NEEDED

June, 1991



DI SPOSAL

AUTHORI TY NC1-310-77-2

LEG 4-2 (conti nued)

LEG 5 LAWS AND REGULATI ONS

CGeneral material on | aws and regul a-
tions.

Devel opnent of proposed | ans and regul a-
tions, and revisions thereto, not relat-
ing to specific Agency prograns. In-

cl udes copy of final enacted | aw or pro-
mul gat ed regul ations, as applicabl e.

Copi es of laws and regul ations rel ating
to Agency prograns.

NOTE: File laws and regul ations for
speci fic prograns under the appropriate
primary subject.

* Retention Period *

(item 169b[2])
Al'l other offices:

PAPER COPY : Destroy
when super seded or
obsol et e. +[ (Di sp.
Aut h. NC1-463-83-2) ]+

(item 172a)
Oiginating office:

Destroy when 3 years ol d.

(item 172b)
Al'l other offices:

Destroy when 2 years ol d.

(item 170a)
Oiginating office:
PERVANENT . Retire to
FRC when 10 years ol d.
Transfer to National
Archi ves Records
Adm ni strati on ( NARA)
when 15 years ol d.

(item 170b)
Al other offices:
Destroy when super seded
or obsol et e.

(item 171a)
Oiginating office:
Destroy 2 years after
super seded or obsol ete.

(item 171b)
Al other offices:
Destroy when super seded
or obsol ete.

MAKE FI LE FOLDERS FOR ONLY THOSE | TEMS NEEDED

June, 1991



DI SPOSAL AUTHORI TY NC1-310-77-2

LEG 5-1 Hearings

Case file of hearings and material re-

| ated to quasi-judicial proceedings in-
vol ving testinony and argunents which
are concerned w th proposed or existing
| egi sl ation, executive orders, Agency
regul ations, rules, and the |ike.

a. Case files of hearings that have

precedential significance or were
especially wi dely publicized.

b. Case files of all other subjects.

LEG 5-2 Dockets

Ceneral material on dockets for publica-
tion in the Federal Register. Includes
cl earances and supporting naterial.

* Retention Period *

(item 173a)
Oiginating office:

PERVANENT . Retire to
FRC when 10 years ol d.
G fer to NARA when 15
years ol d.

(item 173b)
Al other offices:

Destroy when 3 years ol d.

(item 173-1a)
Originating office:

Retire to FRC when 10
years old. Destroy when
20 years ol d.

(item 173-1b)
Al other offices:

Destroy when 3 years ol d.

(item 174a)
Oiginating office:

Destroy when 6 years ol d.
(item 174hb)
Al'l other offices:

Destroy when 3 years ol d.

MAKE FILE FOLDERSFOR ONLY THOSE ITEMSNEEDED 7



DI SPOSAL AUTHORI TY NC1-310-77-2

LEG 5-2 (conti nued)

Cficial docket folders, including copy
of regul ation published in Federal Reg-
ister and other essential docunentation.

LEG 5-3 Legal Opinions

Legal opi nions and deci sions on | aws,
regul ations, and executive orders. If
necessary, case file by source, such as
Attorney Ceneral, Ceneral Counsel, and
Conptrol I er General deci sions.

LEG 5-4 Constraints

I ncludes material on external and inter-
nal constraints. Ooss-reference to
appropriate subject, if necessary.

* Retention Period *

(item 175a)
Oiginating office:
Retire to FRC
when 6 years ol d.
Destroy when 20 years
ol d.

(item 175hb)
Al other offices:

Destroy when 3 years ol d.

(item 176a)
Oiginating office:
PERVANENT. Retire to
FRC when 10 years ol d.
Transfer to NARA when 15
years ol d.

(item 176b)
Al other offices:

Destroy when 2 years ol d.

(item 177a)
Oiginating office:

Retire to FRC
when 10 years ol d.
Destroy when 15
years ol d.

(item 177hb)
Al other offices:

Destroy when 2 years ol d.

MAKE FI LE FODERS FOR ONLY THOSE | TEMS NEEDED

June, 1991



DI SPOSAL AUTHORI TY NC1-310-77-2

* Retention Period *

LEG 7 CONGRESSI ONAL CORRESPONDENCE (i tem 178a)

) ) Oiginating office:
Material on, and correspondence with the
Congress, both committees and indi vi dual Destroy when 5 years ol d.
nmenbers, involving statenents of policy
and expl anation of policy decisions,
admnistrative action, and special re-

(item 178b)
Al other offices:

search and conpilation. Subdivide, if Destroy when 2 years ol d.
necessary, by nane of Commttee or nem
ber of Congress. Includes replies to

congressi onal requests for panphlets.
I ndi cate on the white copy the file code
under which the yellow copy is filed.

Set up separate folders if needed by
name of commttee or nenber of Congress.

File white copy of correspondence with
t he Congress (i ndividual nenbers of the
House or Senate), including commttees
here.

File the yell ow copy of the correspon-
dence, with attached i ncom ng congres-
sional correspondence, by the subject
i nvol ved.



DI SPOSAL AUTHORI TY NC1-463-95-2

LEG 8 PATENT APPLI CATI ONS

Material on patent applications, Form
O3C 3(7-75) on invention reporting and
owner shi p, conbi ned decl aration for
patent application and poser of
attorney, decription of device,
correspondence, and exam ners; action
Form PTCL-326 (Rev. 9-89). Materia
shoul d include the entire patent
application.

Case file by patent nunber or inventor's

namne.

* Retention Period *

(item 3004a)
Oiginating office:

Pat ent applications shoul d
be destroyed 3 years after
notification is received
fromthe Patent and Trade-
mark Cfice or when the
file is no | onger needed,
whi chever is | onger.

(item 3004b)
Al other offices:

Pat ent applicati ons shoul d
be destroyed 3 years after
notification is received
fromthe Patent and Trade-
mark Cfice or when the
file is no | onger needed,
whi chever is | onger.

MAKE FI LE FOLDERS FOR ONLY THOSE | TEMS NEEDED

Cct ober, 1995
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